Embassy of the United States of America
Kyiv, Ukraine

# 016
TO: ALL MISSION PERSONNEL

FROM: JOHN K. MADDEN - HUMAN RESOURCES OFFICER
SUBJECT: WAREHOUSEMAN, GENERAL SERVICES OFFICE

Employees are invited to apply for this position or refer qualified and eligible candidates
to the Embassy Human Resources Office. Application procedure is outlined at the end of
this notice. Questions should be directed to the Human Resources Office.

POSITION TITLE: Warehouseman

OPEN TO: All interested Candidates

GRADE LEVEL: FSN-02, FP-CC*

WORK HOURS: When Actually Employed
OFFICE LOCATION: GSO

OPENING DATE: Immediate

DEADLINE: May 19, 2010 at 6 P.M. Kyiv time

*FP-CC is subject to confirmation with Washington.

NOTE:

IN ORDER TO BE CONSIDERED FOR THIS POSITION, ALL INTERESTED
CANDIDATES MUST BE ELIGIBLE FOR EMPLOYMENT IN UKRAINE AT
THE TIME OF SUBMITTING APPLICATION.

ALL ORDINARILY RESIDENT U.S. CITIZEN AND THIRD COUNTRY
NATIONAL APPLICANTS ARE REQUESTED TO ATTACH COPY OF THEIR
RESIDENCY PERMIT TO THE APPLICATION.



BASIC FUNCTION OF POSITION:

Serves as a warehouseman to support Embassy operation.

MAJOR DUTIES AND RESPONSIBILITIES:

Warehousing: 80%
The incumbent is responsible for loading, unloading, and moving non-expendable and
expendable supplies, furniture, appliances and equipment from delivery trucks to
appropriate warehouse locations using forklift truck or other material handling
equipment. Ensures that items are properly stored so that no safety or fire hazards exist.
Keeps storage areas clean. Set up property for disposal. Deliveries non-expendable and
expendable supplies and equipment to residences and offices. Compares delivered items
with packing list and checks for damages.

Inventory: 10%
Assists in conducting inventories for non-expendable and expendable supplies.

Other duties: 10%
Performs other duties as may be assigned.

REQUIRED QUALIFICATIONS:

EDUCATION:

» Completion of secondary school is required.

WORK EXPERIENCE:

> Six months to one-year warehouseman experience or an equivalent combination of
laborer is required.

LANGUAGE:

> Level Il (limited knowledge) English is required. Level 111 (good working knowledge)
Russian and Ukrainian is required.

KNOWLEDGE:

» Must have to learn locations of various types of supply items and property items, and to
learn to recognize items by sight and from oral descriptions.

SKILLS AND ABILITIES:

» Must have valid drivers license B&C categories. Must be able to perform moderately
heavy work, and make heavy lifts at times. Must be able to operate forklift truck and other
supply handling equipment. Must have some mechanical knowledge and ability.



APPLICATION AND SELECTION PROCESS:

v Interested applicants should fax or mail their current résumé and letter of interest in Ukrainian,
Russian or English to the Embassy Human Resources Office, American Embassy, 4
Hlybochyts’ka St., fax # 490-4085. Applications can be also sent by e-mail to:
KyivHR@state.qgov

Note: Only those applications that are received in the Human Resources Office
before the closing date will be eligible for consideration. Applications and
letters that are inadequate or incomplete will not be considered. Only those
applicants who are selected for interviews will be contacted.

Y'If you are already employed by the U.S. Embassy, please send a short memorandum and
updated résumé to the Human Resources Office to indicate your interest in this vacancy.

v" Initial screening will be based on the curriculum vitae or résumé and letter of interest.
Candidates ranked highest may be invited to meet with HR staff and to take tests as appropriate.
Those ranked highest may then be referred for interviews.

¥'If two or more US Citizen EFM or US Veteran applicants are being considered for employment,
the Post Employment Committee will meet to interview and rank candidates and make a
recommendation for employment to the supervisor.

v"Management will consider additional selection criteria that may include issues of conflict of
interest, nepotism and budget implications.

ADDITIONAL SELECTION CRITERIA:

! current employees serving a probationary period are not eligible to apply for this position.

I U.S. Veterans and US Citizen EFMs will be given preference in hiring over other equally
qualified candidates in accordance with U.S. law and State Department Regulations. Candidates
who claim U.S. Veterans preference must provide a copy of their Form DD-214 with their
application.

! US Citizen EFMs who are currently employed under Family Member Appointment (FMA) must

work for 90 calendar days in their current position before being able to apply for advertised

position.

| Us Citizen EFMs and NORs who are currently employed under Personal Services Agreement
(PSA) must work for 90 calendar days in their current position before being able to apply for
advertised position.
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Kopomkuii nepexnad ocHoéHux nocaosux 0008’ A3Kie
YKPAIHCbKOI0 MOB0I0

HOCAJA: IMPAIIBHUK CKJIIALY

I'PA®IK POBOTHU: 3a morpeboro.

OCHOBHI MOCAJIOBI OBOB'A3KMN:

Poboma na cknaoi:

3alimMarounii IO TOCady BIiANOBiAa€E 3a 3aBaHTAXKCHHS, PO3BAHTAXKECHHS Ta MeEpeMillleHHS
BUTPaTHUX KaHIEIIPCHRKAX Ta HEBUTPATHHX O(QICHUX MaTepiaiiB, MeOimiB, odicHoro Ta
noOyTOBOrO OONaJHAHHA 3 BAHTAXIBKH I[OCTAYaNbHUKA JO CKJIAACHKHX MPHUMILICHb 3
BUKOPHCTaHHSIM ABTOHABaHTAXXyBaua abo IHIIIOTO 00nagHaHHA TUTS BaHTAXHO-
po3BaHTaXyBaNbHUX poOiIT. llpamiBHWK CcKiagy BiAMOBimae 3a Hale)KHE PO3MIIICHHS Ta
30epekeHHsT BaHTaxy, Oe3neKy 30epiraHds Ta MPaBHII OXKEKHOI OE3MEeKH; YUCTOTY CKIAACHKUX
MPHUMIIIEHB; MiITOTOBKY 3MUCAHOT0 O0JIaJHAHHS/MEOJIIB JJIs MOJAIBIIONO MPOJAXy Ha ayKIIiOHi;
JIOCTaBKy BHTPATHHUX KaHIEISPCHKUX Ta HEBUTPATHUX O(ICHUX MaTepiamiB Ta MOOYTOBOTO
obnamHaHHS B odicu Ta kBapTupH. llepeBipka HaASIBHOCTI Ta MOKJIMBHUX IMOIIKOKEHB MPEIMETIB,
IO TOCTaBJISIOTHCSL.

80%
Ineenmapusauis:
Jomnomora B mpoBeieHHI iHBEHTapH3allii BATPaTHUX Ta HeBUTpaTHUX MmarepiamiB. 10%

Inuwii 060’sa3Ku:

BukoHaHHS 1HINKMX 3aBlIaHb, 110 MOKYTh BUHUKHYTH Ha CKIIa]. 10%
OCHOBHI BUMOI'U:
e ATecTaT mpo CepelIHIO OCBITY;
e lloceimuenns Bomist kareropii B Ta C;
e  6-12 micsmiB 10cBimy poOOTH MPaIliBHUKOM CKJIaTy a00 pobOTa Ha aHAJIOTIYHIH Mmocai.
[ ]

BinbHe BonOMiHHSA YKPaiHCHKOI YH POCIHCHKOK MOBaMH, IIOYATKOBUN PIBEHb BOJIOJIHHS
AHTJTIMCHKOIO.

BUMOI'M 1O ITOJAYI TOKYMEHTIB:

3anikaBieHI KaHAWAATA TIOBUHHI BIANPaBUTU KOPOMKUL ONUC €020 00CGI0y YKPaiHCBKOIO,
POCIMCHKOI0 YM aHTMIIMCHKOIO MoBamH 110 Biamiay kaapiB ITocosnbctBa CIIIA 3a ampecoro Byl
I'mbounnpka 4, abo Ha daxc. 490-40-85. Jlucta Takoxk MOKHA HAAICTIATH Ha €IEKTPOHHY aJipecy
Bigminy kampiB: KyivVHR@state.gov. Jlokymentn namicnani misaime 19 tpasus 2010
po3rasaaTucs He OyIyTh.
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